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i S R Geoncm DEPARTMENT OF HUMAN RESOURCES.
APPLICATION FOR RECORDS RETENTION SCHEDULE | ™ oFFicE OF ADMINISTRATIVE SERVICES
r L RECORDS MANAGEMENT UNIT. ]
For instructions on eompletmg this form contact DHR Records Managermnt Unit, 47 Tnmtv Avenue Atlanta, Georgla
30334. Phone - (4D4) 6564976 GIST: 221-4983 ,
7 DHR 1. GEORGIA DEPARTMENT OF HUMAN a,&s’oua'cé's' ARCHIVES AND > KISTORY -
Applicstion Dete " | pivision of Family & Children Services [Application Number
April 16, 1982 Quality Control Unit - Room 112 74 2_.(0 q &
Application Number ztg PzzceGderL?.zn 4 Bgégé - ' ﬁu Received  Dete Completed
- an eo
82-13 At & AY 3 ngg | ¥ MAY 1 7 1902
|m.g—m" =z Ty S RN SR T T R T e i
2. Person to Contact Working Titie Telaphone Number
Ann Wooten Director
or Virginia Lee _Secretary : 894-5672
AR . i i O PO ki e meeles EESESN
3. Action Reqmtad A N
s. ) Establish Retention Schedule; record will continue to accumulate, cut of £ period
b. [0 Dispose of present accumulation; no further accumulation anticipated, o
c. B Amand Application No. 74-264 Check One: 5 Change; [0 Supercede; [ Void
['4. Dewe of Series B. Records Series Thie ffollowsd by thtle used in office; Hf ditierent) R
Earliest Latest . i . : '
‘ | Food Stamp Eligibility Review Files
6. Division and Office Function What is the function of the Division athho Oftice in which this record series is created? B ;
7. Records Serias_Dncription M:l'hu file contains the following documents linc!uda form numbe—r;m;d—gtﬁtﬁrs, H}n-;r _Ktt;ch EaEBté?Sf the file.
Documents relating to:
Includﬁdl are:
The file is arranged : )
| 8. &};}:\:r;ly Refaronce Rate ~ How oh;n are roeordﬁefsrred %o which are: T o
Qoo ta six months old —. § Saven o twelve months old ___ i Thirwan to twenty-four months old ;
twinty-five months end oldor ? :
8. Annuﬂ thl of Accumulgtion or Recorda o e,
Latter-size drawort e | anhln dﬁw&rs ——t e 8 Swtvés U Othet-' ISpecity)
N — N N . [ .
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YES | NO | 10. Quemtionnaire  (Place 8n X" in the preper selumn) . ) i

a. s this the official copy of the serigs? - - ‘ L
lf not, whare is it? '

. O e m— i e ———— i o 2 Rt e i ey

b Doas the secies mnuln cn;\tmnual mfornmlon roqu‘rmg ncuriw handhng? If yes, du law or regulation. i A

- - - - — = i o . AT T, o e € Ty e © ARG yn LY Al SR TT feemie, ¢ —a dlig dhor mmbhe fsy— h e o

€. lothiuvml record? ) . ) B
d. Does this series have _hlu__orlul or long term mnmh nluo? T ' ‘%

e. When one or two docurmants in the fils make It necestary to knp the entiro ﬂh for along penod muld thuo docurnenn
be schaduied separately? .. .

e e e R e e, e . e s =- —=r - - e ik

{. Iuthe information mmmﬂ in this ilms ever publuhad? tf yes, ltuch copv

o i - UM e Ay . ™ - o

£

g s ‘the information containad in this series evar snalyzed and/or recorded In s summarized report?

IS N H yes, sttach copy. e L R . |
h. lnthmaduplk:ttionofﬂm series in your office, or in snothar office or lgancv?
b it yes, whare? B

1. is this series for » major pc porﬂon v of It) regularly mi mleroﬁlmad? s
i. Doetthe record aril!_usuh in 8 computer printout? - -~ — _ B

B e e i D et o

bt

11, Retention Requirsiments . The following requires the series to be kept:
- i . L : .
8. Swute Law ——— . Y8R . i d. Audit pariod ' —_— Years.
b. Ststute of limiwtion D e e YOBTS, , ‘ s. Administrative nead — 1Y

c.  Federsl law —_—————ies YOI, o f.  Fedaral retantion instructions s YOBEE.

Artach copy or excerpt of lsws or reguistions. Explsin sdministrative need,

12. Approvod Dispoiltion lnmueuom This sgency neommends “that the file series be cut off st the end of sach:
" Dicalender Year; [ Fiscal Yeor: (XOther Federal Fiscal Year
(March 31 and September 30 each ‘year)
Hold in the current files srea menthis) .1 __ __ yearls); then
3 Transfer to local holding ares; hold .. _ yesris); then
3 Transfer to State Records Center; hold L,,“ yearis); then

® Dewroy —— except for files covering each fiscal year ending in 3 and 8, transfer one cubic
O Transter to Stats Archives for psrmanant retentien. foot of records (selected at random) to the State
O Other (Specify} Archives for permanent retention.

L

Thess instructions spply to all prior and future accumulatiens of the sarias.

‘ Agency Haad/Designes !Slﬂnarun) Date Rlcords Managamant Officar (Signature) Date

"’”“"““)”g&%’%‘ L /é:«?:L Bhptorw Ot | dfor |

Elizabeth W. Crank, CRM
. Stete Rocorda COmmlttoo {Slgnatunl Data

Ry

Recommendstions in paragrash [ TR

12 e spproved. 5_/2_,.7‘__
(i disapproved, attach letoer ittt B oot -

o oen! | (eerndd, /"944_9’“ 510-82
L_ LAttomav Gonerailegnu - i

Form 4008 - 78) ;e
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OPFICKE OF ARCAETARY OF STATX
DEPARTHEST OF ARCERIVESR & RISTORY

RECORDS MANAGEMERT DIVISION

-3\/ B STATI .
B v OFE_ ) Apphcatio7n for
e . " e RECORDS DISPOSITION STANDARD
] . 4ppliceticn Date f INSTHUCTIONS : Sae separate imetructions for eonplttl:an =f
JUIY 30’ 1974 ﬂf""‘f and reyeree of this form. Sign original and two copies

Agency Application Ro.

2.

Iand foruard to Departmant of Archives and Niatory, Atteation

DHR-DBP-9

fRecords Management Officer.

Date Received

3 ACENCY, Diviatlon, Subdiviaion & Aallnllterln. Office Addreus
Department of Human Resources ; ‘
Division of Benefits Payments - Quality Control Unit
618 Ponce deleon Avenue, N, E.
Atlanta, Georgia 30308

FOR RECORDS MANAGEMENT DIVISION USE

Application No.

ur 31 1974 .'7477_"4 AUG 14 1974

. L Person to Cooteét
'

Avis B. Farrell

Date Compicted

5 _Unrktnq Title

Typist II

Tel .

(94~

LG

5672

7.RCTI0N REQUESTED

ESTABLISH DISPOSITION STANDARD;
RECORD WILL CONTINUE TO ACCUMULATE.

O

DISPOSE OF PRESENT ACCUMULATION;
NO FURTHER ACCUMULATION ANTICIPATED.

B .Earliest & Latest
Dates of Series

7/72 - present

9.Exact Series Title
FOOD STAMP ELIGIBILITY REVIEW FILES .

10. What is the function of the office in which this record series is created?

The Division of Benefits Payments is responsible for supervising and regulating
assistance programs which provide to indigents in the State food and monetary

assistance and/or medical care,

The Quality Contrel Unit reviews random samples of decisions made by County departments
... as to récipient eligibility for food stamps and public assistance to determine source
and degree of error and to pinpoint changes necessary in regulations so laws can be

more correctly carried out.

and file arrangement)

. rec1p1ent e11g1b111ty for food - stamps “as required by Federal Regulation.
“This file includes, but is not limited to thé following:

FNS forms 246 -{Quality Control Food Stamp Review S
FNS forms 245 -(Work sheet.
Food Stamp Schedule Listings
Assignments to Food Stamp Reviewers
Food Stamp Sample Print-out
Food Stamp 1listings to Statistics :

The file is arranged by month, then numerically by date

ATTACH SAMPLES OF THE FILE

chedules)

of review.

This file contains the following documents (include form numbers and titles, if any,

Quality Control Food Stamp Review Schedules)

i ———
,2‘. EQUTPHERT acCurIfy Wo. of prnvtr- Cu. Pt. of !ccordu" No. of Drawvers Cu. Ft, of Necords
ARRUAL RATE OF ACCUMULATION
Letter-alete File Drawers 4 6 4 6
. . Tn Office{s) Tn Storage dreaf{a)
- Legal~osite File Dravers Ficor Space Cccupled (Square Tect }
' 6
This Laat PrecedingfAll Prior
Year's Year's Year's Years”
2
| AVERAGE DAILY KREFERENCES 25 25 see item 8

Yoram: AR-50-7)
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QUESTIONNAI RE Place an "17 tn the proper column. If anaver is "YES," pledse cxplatin . . < » ‘Y ES\
13. Is this the Record Copy of the series? . (x] [ ]
14. Is there a duplication &f this series in another office or agency? st LT k]
15. Is the information contained in thls series ever summarlzed or puhllshed? -1 Ix]
Attach copy of summary or publlcatlon

16. Does the seriés conta1n class1f1ed 1nformat10n requlrlng securlty handllng° 1)1 Ix]
17. Does the series initiate, amend or terminate sgency policies and procedures? - | ] - [x]
18. Could the function be performed if the files were lost or destroyed? [x] [ 1
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? [ 1 [x]
20. Does the record series provide data as input to an EDP file? [ ] [x]
21, Does the record series’ ¢ontain documentation produced as EDP printout? {1 [x]

[]

22. Has the Federal Government 1ssued instructions governing the retention/dispo- . [x]
sition of ‘these files? :

23. Will there be a need for these records 10, 15 years from now? If yes, what? ]

[x]

24, REQUIREMENTS The follow1ng requ1res the flles to be kept_ 2 _years:

a.[]STATE  b.[ISTATUTE OF c.[]AUDIT_ * 3. HFEDERAL e. []ADMINISTRATIVE £.| JHISTORICAL

Law LIMITATION PERIOD LAW DECISION " VALUE- -
(Cite Law, Statute, or other reason for the retention requirement)

* Title 45 - Public Welfare - Chapter IT - Social and Rehabilitation Service Assistance Program%

(see attached)

25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end
of each =-{]JCALENDAR YEAR ~[KJFISCAL YEAR -[]OTHER ,then:

] Hold in the current files area ‘month(s)/ 1 vyear(s):

] Transfer to [ x| State Records Center ] Local Holdlng Area; hold year(s)

. Destroy. - - B

] Transfer to State Archlves for permanent retentlon. '

] Destroy immediately after cut-off. . :
X] Other: (Specify) For files covering each flscal year endlng in 3 and 8
transfer one cubic foot of records {selected at random) to the State
Archives for permanent retention. Destroy all other files,

[N FELL |

———)—

e e

(Indicafe briefly rationale for recommendations above/or write additional remarks):

Recor}s gement Off cer (S':,gnaturej

'3“2UV OTHER REQUIRED SIGNATURES DATE

26. ‘Recommendations ‘-' e ey Head/Designde | ; 670’)&.,. —
~ in paragraph 25 proved [} Disapproved /)’\ /hs L, / “1-36-7

are: ate Auditor/Designee ' ,

Approyed Disapproved - S\ VP A-13 4
: . R

STATE  RECORDS] @Secreta 4{4 State/Designee

-

COMMITTEE MA ybd [ ] Disapproved . F- 7~-74 -

Attg éy General/Designee o
A Approved Disapproved] WM §-13- 7 ¥



